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  PROCEDURES	
  
	
  
Definitions	
  
	
  
HOA	
  -­‐	
  the	
  Sonoran	
  Desert	
  Willow	
  Estates	
  Homeowners	
  Association	
  
BOD	
  -­‐	
  the	
  Board	
  of	
  Directors	
  of	
  the	
  Association	
  
ACC	
  –	
  the	
  Architectural	
  Control	
  Committee	
  of	
  the	
  Association	
  
CMC	
  –	
  the	
  community	
  management	
  company	
  retained	
  by	
  the	
  Board	
  of	
  Directors	
  
CC&R’s	
  –	
  the	
  Covenants,	
  Conditions,	
  and	
  Restrictions	
  binding	
  the	
  Members	
  or	
  Home	
  Owners	
  to	
  the	
  
	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Association	
  
Design	
  Guidelines	
  –	
  the	
  architectural	
  guidelines	
  established	
  by	
  the	
  Board	
  
DMR	
  –	
  the	
  Architectural	
  Design	
  Modification	
  Request	
  
Fines	
  and	
  Penalties	
  Enforcement	
  Procedure	
  –	
  procedures	
  and	
  rules	
  for	
  enforcement	
  of	
  CC&R	
  and	
  other	
  	
  
	
  	
  	
  rule	
  violations	
  by	
  members	
  	
  
Home	
  Owners	
  –	
  the	
  home	
  owner	
  members	
  of	
  the	
  Association	
  
	
  
Reporting	
  
	
  
The	
  ACC	
  shall	
  be	
  represented	
  at	
  BOD	
  meetings	
  by	
  the	
  chairperson	
  or	
  his/her	
  designee	
  when	
  there	
  are	
  
open	
  DMR’s	
  or	
  when	
  requested	
  by	
  the	
  BOD.	
  	
  The	
  chairperson	
  or	
  designee	
  shall	
  be	
  prepared	
  to:	
  
a. 	
  	
  report	
  the	
  status	
  of	
  all	
  open	
  cases	
  and	
  recommendations	
  to	
  the	
  BOD;	
  	
  	
  
b. 	
  	
  reconcile	
  the	
  ACC’s	
  schedule	
  of	
  open	
  requests	
  with	
  the	
  CMC’s	
  schedule	
  of	
  open	
  requests;	
  and	
  	
  
c. 	
  	
  carry	
  out	
  required	
  communications	
  with	
  the	
  BOD	
  and	
  CMC	
  to	
  bring	
  all	
  cases	
  to	
  a	
  close.	
  

	
  
The	
  CMC	
  shall	
  report	
  the	
  vote	
  for	
  each	
  decided	
  DMR	
  including	
  who	
  voted	
  and	
  the	
  degree	
  of	
  
participation	
  in	
  voting	
  of	
  each	
  ACC	
  member.	
  	
  How	
  each	
  member	
  voted	
  will	
  not	
  be	
  reported.	
  
	
  
Enforcement	
  
	
  
The	
  ACC	
  has	
  review,	
  communications	
  and	
  recommendation	
  responsibilities,	
  but	
  no	
  enforcement	
  
responsibility.	
  	
  The	
  Hearing	
  and	
  Fines	
  Enforcement	
  Procedures	
  fall	
  to	
  the	
  BOD	
  and	
  the	
  CMC.	
  	
  The	
  BOD	
  
shall	
  proceed	
  in	
  accordance	
  with	
  the	
  enforcement	
  procedures	
  to	
  resolve	
  architectural	
  discrepancies.	
  	
  	
  
	
  
Approval	
  Process	
  
	
  
Note:	
  	
  CC&R	
  provision	
  9.3	
  states	
  that	
  if	
  a	
  homeowner	
  does	
  not	
  receive	
  a	
  notification	
  of	
  a	
  decision	
  within	
  
thirty	
  (30)	
  calendar	
  days	
  of	
  the	
  date	
  of	
  DMR	
  acceptance	
  for	
  ACC	
  review,	
  the	
  homeowner	
  must	
  deem	
  
that	
  approval	
  of	
  the	
  DMR	
  has	
  been	
  denied.	
  	
  If	
  the	
  homeowner	
  does	
  not	
  want	
  to	
  abandon	
  or	
  change	
  the	
  
project,	
  the	
  homeowner	
  may	
  resubmit	
  the	
  project	
  documents	
  to	
  the	
  CMC.	
  	
  If	
  the	
  homeowner	
  receives	
  
no	
  response	
  to	
  the	
  resubmission	
  within	
  a	
  second	
  thirty	
  (30)	
  day	
  period,	
  the	
  homeowner	
  can	
  presume	
  
that	
  approval	
  has	
  been	
  given	
  and	
  can	
  proceed	
  with	
  the	
  project.	
  
	
  

1. 	
  DMR	
  Development	
  and	
  Submission	
  
a. the	
  homeowner	
  describes	
  the	
  project	
  on	
  a	
  DMR	
  and	
  provides	
  appropriate	
  plans	
  and	
  	
  
	
  	
  	
  	
  	
  	
  	
  specifications	
  	
  	
  
b. the	
  homeowner	
  sends	
  the	
  completed	
  DMR	
  and	
  supporting	
  documents	
  to	
  the	
  CMC.	
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2. CMC	
  Initial	
  Review	
  
a. the	
  CMC	
  reviews	
  the	
  submitted	
  DMR/document(s)	
  for	
  deficiencies.	
  	
  
b. if	
  additional	
  information	
  is	
  required,	
  the	
  CMC	
  will	
  return	
  all	
  documents	
  to	
  the	
  homeowner	
  	
  
	
  	
  	
  	
  	
  	
  	
  with	
  a	
  request	
  for	
  the	
  needed	
  information	
  
c. if	
  additional	
  information	
  is	
  not	
  needed,	
  the	
  CMC	
  will	
  proceed	
  to	
  Step	
  3	
  	
  	
  
	
  

3. CMC	
  Initial	
  Processing	
  
a. stamp	
  the	
  DMR/documents	
  with	
  date	
  received	
  
b. enter	
  into	
  a	
  log	
  date	
  received,	
  name	
  of	
  homeowner,	
  lot	
  number,	
  and	
  descriptive	
  title	
  of	
  

improvement	
  
c. make	
  and	
  send	
  copies	
  of	
  the	
  DMR	
  (showing	
  date	
  received)	
  and	
  supporting	
  documents	
  to	
  

ACC	
  members	
  
d. within	
  two	
  (2)	
  business	
  days	
  of	
  the	
  date	
  the	
  DMR	
  was	
  received,	
  send	
  a	
  letter	
  or	
  email	
  to	
  the	
  

homeowner	
  acknowledging	
  receipt	
  of	
  the	
  DMR,	
  the	
  date	
  received,	
  and	
  the	
  date	
  the	
  
DMR/documents	
  were	
  sent	
  to	
  the	
  ACC	
  

	
  
4. 	
  ACC	
  Member	
  Initial	
  Review	
  

a. review	
  	
  DMR/documents	
  for	
  obvious	
  deficiencies	
  
b. request	
  any	
  needed	
  additional	
  information	
  from	
  the	
  ACC	
  chairperson	
  	
  
c. the	
  ACC	
  chairperson	
  forwards	
  the	
  request	
  to	
  the	
  CMC	
  and	
  notifies	
  all	
  ACC	
  members	
  that	
  

additional	
  information	
  has	
  been	
  requested,	
  identifying	
  what	
  has	
  been	
  requested	
  
d. if	
  additional	
  information	
  is	
  NOT	
  needed,	
  proceed	
  to	
  STEP	
  6	
  
e. If	
  additional	
  information	
  is	
  needed,	
  proceed	
  to	
  STEP	
  5	
  

	
  
5. 	
  CMC	
  Additional	
  Information	
  Request	
  from	
  the	
  ACC	
  chairperson	
  

	
  When	
  the	
  CMC	
  receives	
  a	
  request	
  for	
  additional	
  information,	
  the	
  CMC	
  will:	
  
a. notify	
  the	
  homeowner	
  that	
  additional	
  information	
  is	
  needed,	
  describing	
  what	
  is	
  needed	
  
b. tell	
  the	
  homeowner	
  the	
  approval	
  process	
  is	
  suspended	
  pending	
  receipt	
  of	
  this	
  information	
  
c. update	
  the	
  DMR	
  log	
  to	
  record	
  the	
  request	
  for	
  additional	
  information	
  and	
  to	
  note	
  that	
  the	
  

DMR	
  review	
  process	
  has	
  been	
  suspended	
  pending	
  receipt	
  of	
  the	
  requested	
  information	
  
d. restart	
  the	
  CMR	
  review	
  process	
  BY	
  RETURNING	
  TO	
  STEP	
  3	
  when	
  the	
  homeowner	
  submits	
  

the	
  requested	
  information	
  	
  
	
  

6. ACC	
  Member	
  Decision	
  Process	
  	
  
a. within	
  fifteen	
  (15)	
  calendar	
  days	
  from	
  the	
  latest	
  date	
  of	
  receipt	
  stamped	
  on	
  the	
  DMR	
  by	
  the	
  

CMC,	
  the	
  ACC	
  member	
  reviews	
  the	
  DMR	
  and	
  all	
  supporting	
  documents	
  and	
  	
  
recommends	
  acceptance	
  or	
  rejection	
  of	
  the	
  DMR	
  

b. the	
  member	
  then	
  notifies	
  the	
  ACC	
  chairperson	
  of	
  his/her	
  recommendation	
  
c. if	
  the	
  member	
  is	
  recommending	
  the	
  DMR	
  should	
  be	
  rejected,	
  the	
  rejection	
  notification	
  

should	
  also	
  include	
  
1) the	
  reason	
  for	
  rejection,	
  based	
  upon	
  CC&R	
  provisions	
  and/or	
  provisions	
  of	
  the	
  Design	
  

Guidelines,	
  and	
  	
  
2) any	
  recommendations	
  for	
  changes	
  that	
  would	
  make	
  the	
  DMR	
  acceptable	
  

	
  
7. ACC	
  Chairperson	
  –	
  within	
  twenty-­‐one	
  (21)	
  calendar	
  days	
  from	
  the	
  latest	
  date	
  of	
  receipt	
  stamped	
  

on	
  the	
  DMR	
  by	
  the	
  CMC,	
  the	
  ACC	
  chairperson	
  shall:	
  
a. determine	
  the	
  total	
  number	
  of	
  acceptance	
  and	
  rejection	
  recommendations	
  received	
  from	
  

ACC	
  members	
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b. if	
  the	
  number	
  of	
  recommendations	
  for	
  acceptance	
  exceeds	
  the	
  number	
  for	
  rejection,	
  notify	
  
the	
  CMC	
  that	
  the	
  ACC	
  recommends	
  approval	
  of	
  the	
  DMR	
  

c. if	
  the	
  number	
  of	
  recommendations	
  for	
  rejection	
  exceeds	
  the	
  number	
  for	
  acceptance,	
  notify	
  
the	
  CMC	
  that	
  the	
  ACC	
  recommends	
  rejection	
  of	
  the	
  DMR	
  and	
  include	
  the	
  reason(s)	
  for	
  this	
  
rejection	
  recommendation;	
  	
  also	
  include	
  best	
  recommendations,	
  if	
  any,	
  that	
  the	
  
homeowner	
  may	
  apply	
  to	
  the	
  project	
  to	
  improve	
  prospects	
  for	
  a	
  recommendation	
  for	
  
acceptance	
  

d. make	
  a	
  list	
  of	
  the	
  ACC	
  members	
  that	
  did	
  not	
  provide	
  response	
  on	
  the	
  DMR	
  
e. send	
  the	
  results	
  of	
  the	
  ACC	
  review	
  to	
  the	
  CMC	
  
	
  

8. 	
  ACC	
  Chairperson	
  
Bring	
  the	
  ACC	
  final	
  recommendation	
  to	
  the	
  BOD	
  for	
  action	
  
	
  

9. CMC	
  Homeowner	
  Notification	
  –	
  within	
  thirty	
  (30)	
  calendar	
  days	
  from	
  the	
  latest	
  date	
  of	
  receipt	
  
stamped	
  on	
  the	
  DMR	
  by	
  the	
  CMC,	
  the	
  CMC	
  shall	
  
a. log	
  the	
  receipt	
  of	
  the	
  ACC	
  response	
  
b. prepare	
  either	
  a	
  letter	
  of	
  acceptance	
  or	
  a	
  letter	
  of	
  rejection	
  including	
  any	
  ACC	
  

recommendation	
  as	
  to	
  how	
  the	
  project	
  may	
  improve	
  prospects	
  for	
  a	
  recommendation	
  of	
  
acceptance	
  

c. send	
  the	
  letter	
  to	
  the	
  homeowner	
  and	
  inform	
  the	
  ACC	
  Chairperson	
  
d. log	
  the	
  date	
  the	
  letter	
  was	
  sent	
  
e. prepare	
  an	
  entry	
  for	
  the	
  DMR	
  status	
  report	
  that	
  shows	
  	
  

1) the	
  dates	
  the	
  DMR	
  was	
  accepted	
  for	
  review	
  
2) the	
  date	
  the	
  acceptance	
  or	
  rejection	
  letter	
  was	
  sent	
  to	
  the	
  homeowner	
  
3) the	
  ACC	
  members	
  voting	
  or	
  not	
  voting	
  on	
  the	
  DMR	
  

	
  
10. 	
  Homeowner	
  

a. 	
  If	
  the	
  homeowner	
  receives	
  an	
  acceptance	
  letter	
  from	
  the	
  CMC,	
  the	
  homeowner	
  may	
  begin	
  
the	
  project	
  

b. If	
  it	
  appears	
  to	
  the	
  homeowner	
  that	
  the	
  project	
  completion	
  date	
  entered	
  on	
  the	
  DMR	
  will	
  
not	
  be	
  met,	
  the	
  homeowner	
  should	
  notify	
  the	
  CMC	
  and	
  provide	
  new	
  estimated	
  completion	
  
date	
  

c. If	
  the	
  homeowner	
  receives	
  a	
  rejection	
  letter	
  from	
  the	
  CMC,	
  the	
  homeowner	
  has	
  three	
  (3)	
  
options:	
  
1) 	
  Abandon	
  the	
  Project.	
  	
  If	
  the	
  homeowner	
  elects	
  this	
  option,	
  but	
  has	
  already	
  started	
  

construction	
  or	
  any	
  demolition,	
  he	
  or	
  she	
  must	
  return	
  the	
  work	
  or	
  improvements	
  to	
  its	
  
original	
  state	
  or	
  condition.	
  

2) Modify	
  the	
  Project.	
  	
  The	
  homeowner	
  may	
  elect	
  to	
  modify	
  the	
  project	
  to	
  incorporate	
  any	
  
ACC/CMC	
  recommendations,	
  if	
  desirable,	
  as	
  to	
  how	
  the	
  project	
  might	
  be	
  made	
  
acceptable,	
  and	
  submit	
  a	
  new	
  DMR	
  and	
  modified	
  supporting	
  documents	
  to	
  the	
  CMC.	
  	
  
This	
  restarts	
  the	
  DMR	
  approval	
  process.	
  

3) Submit	
  a	
  New	
  Project.	
  	
  The	
  homeowner	
  may	
  elect	
  to	
  develop	
  a	
  totally	
  new	
  project	
  and	
  
submit	
  a	
  new	
  DMR	
  with	
  supporting	
  documents	
  to	
  the	
  CMC	
  for	
  consideration.	
  

	
  
11. 	
  	
  ACC	
  Chairperson	
  

a. 	
  When	
  the	
  DMR	
  is	
  approved	
  by	
  the	
  BOD,	
  he	
  or	
  she	
  is	
  responsible	
  for	
  monitoring	
  the	
  project,	
  
unobtrusively	
  for	
  compliance	
  with	
  CC&R	
  provisions	
  9.6,	
  9.7,	
  and	
  9.8.	
  	
  The	
  Chairperson	
  may	
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either	
  personally	
  monitor	
  the	
  project	
  or	
  may	
  ask	
  one	
  of	
  the	
  ACC	
  members	
  to	
  monitor	
  the	
  
project	
  and	
  provide	
  information	
  relative	
  to	
  CC&R	
  requirements.	
  

b. In	
  addition,	
  the	
  ACC	
  Chairperson	
  shall	
  communicate	
  with	
  the	
  CMC	
  and	
  the	
  HOA	
  BOD	
  
concerning	
  any	
  project	
  noncompliance	
  and	
  when	
  an	
  approved	
  project	
  is	
  completed.	
  

	
  
12. 	
  CMC	
  Project	
  Close-­‐Out	
  –	
  upon	
  notification	
  from	
  the	
  ACC	
  Chairperson	
  that	
  a	
  project	
  is	
  complete,	
  

the	
  CMC	
  shall:	
  
a. Log	
  the	
  project’s	
  completion	
  date	
  on	
  the	
  DMR	
  log	
  
b. Mark	
  the	
  project	
  DMR	
  documents	
  as	
  complete	
  and	
  file	
  the	
  documents	
  in	
  the	
  lot	
  number	
  

file,	
  and	
  
c. Update	
  the	
  DMR	
  status	
  report	
  for	
  discussion	
  with	
  the	
  HOA	
  BOD	
  at	
  the	
  next	
  BOD	
  meeting.	
  	
  	
  	
  	
  	
  	
  	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  
	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Revised	
  July,	
  2012	
  
	
  






































